
Creating a 
Voucher From 
Authorization



You are now logged back in as the traveler and 
going to voucher for this trip.  On the GovTrip 
home page go to Official Travel & click on 
Vouchers.



Your voucher home screen will appear.  Just as with your 
authorization home screen, your voucher home screen 
will give you a listing of vouchers you have created in 
the past and the opportunity to create new vouchers.



To create a new voucher, click on Create New Voucher 
From Authorization/Order.



Find the authorization you need to 
voucher from and click Create.



The voucher will open up in the 
Itinerary under Trip Overview.  
One Item you can update on this 
screen is the Rental Car.  Just 
click Edit for the Rental Car.



As stated in the authorization, the taxes 
& fees were not included in the price.  
Now that you have returned from the 
trip and have the receipt in-hand, you 
can now update this expense.  Your 
rental car information should open to 
the left side of your screen.  Simply type 
in the total cost in the Cost field.



Once the cost is updated click Save Selected Car.



The highlighted cost should now match 
the charge on your rental car receipt.



This should be the only information that needs to be 
updated under the Travel tab.  You will need to update 
the non-mileage and mileage expenses, so you need to 
click on the Expenses tab in the Navigation Toolbar.



Now you can update, remove, or add 
more expenses.  You will first 
remove the ATM Fee.  Click Remove.

This box will appear 
asking you to confirm 
you want to delete this 
expense.  Click OK.



The ATM Fee is now deleted.  To 
update or edit an expense click Edit.  
You will update Taxes:Lodging-
Domestic.  



The expense will open to the left 
side of the screen & allow you to 
edit the expense.  You will update 
the cost by typing the total cost for 
the lodging taxes in the Cost field.

Click Save Expense.



The expense should now be updated.

To add a new expense, 
simply enter the expense in 
the space provided to the left 
of the screen



Once the expense is added, 
click Save Expense.



The expense will be saved to 
the right of the screen.



If you have a need to update 
your mileage expenses click 
on the Mileage tab. 



The mileage expense screen 
works the same way as the 
non-mileage screen.  You 
can edit, remove, or add an 
expense. 

You can go ahead and move 
onto the receipts screen. 
Click Receipts on the 
Navigation Toolbar.



GovTrip has the ability to electronically attach documents to 
authorizations, vouchers, and local vouchers.  Today, you will attach 
receipts to this voucher.  The most convenient way to attach hardcopy 
documents is to click the Print Fax Cover Sheet link.



This fax cover sheet will appear.  Simply print this 
sheet and place your receipts behind this page and fax 
to the number specified.

The fax is sent directly to 
a server at Northrop 
Grumman.  The system 
reads the bar code to 
determine what document 
to attach the receipts to.

Receipts will be attached to 
the voucher within 8 
minutes of sending this fax.



Once you complete the fax, you can complete the rest 
of your document and come back to this screen or 
simply stay on this screen for a few minutes and click 
Refresh a few times until the attachment appears.



Within eight minutes, the attachment will appear.  Click 
View to review your receipts.



The 
receipts 
will open in 
Adobe 
Acrobat. 
The Fax 
cover sheet 
will appear 
first 
followed 
by your 
receipts or 
other 
attachments



The accounting should not be changed, so you can skip that 
section and move onto Additional Options on the Navigation 
Toolbar. 



As on the authorization, you 
have the opportunity to modify 
or add to your profile 
information.  

The Per Diem Entitlements 
screen is also available on the 
voucher (these options are 
exactly the same on the 
voucher as the auth – so we 
will not review this on the 
voucher).

The Payment Totals screen is 
new which you will take a 
look at next.



The Payment Totals 
screen will appear 
showing you the total 
expenses claimed.

Please note that under 
Payment Distribution 
the payment is split 
between the charge card 
and traveler.



The Pay to Gov’t Charge Card amount is made up of the airfare, 
lodging, rental car expenses, and TAV fee (the TMC fee would also 
exist & be included if this document was not created in the training 
database).  

GovTrip holds the traveler’s government charge card information and 
automatically charges any reservations made through the system to the 
government charge card. Therefore, GovTrip assumes that these costs 
should be reimbursed to the traveler’s government charge card. 



GovTrip has the capability of making a split disbursement payment –
paying part of your reimbursement to your bank account and part to 
your government credit card. 



For this example, $989.47 will 
automatically be sent to the 
traveler’s government credit card & 
$382.46 will be sent to the 
traveler’s bank account.



Please remember that only costs related to 
reservations made through this system will be 
automatically paid to your government credit card.

If you purchased (for example) a couple of meals on 
your government credit card, you can place that 
amount in the Add’t Gov’t Charge Card Payment. 

For this example, you 
will allocate another 
$48.50 to the 
government credit card.

Then click Calculate.



Upon clicking Calculate, 
the allocation will 
change as displayed. 



To proceed, click on Review/Sign on the Navigation Toolbar.  
The preview screen will appear just as in the authorization.

Scroll to the 
bottom…



Click Save And 
Proceed To Pre-Audit



You will see the same two audit fails as in the authorization. 
Click Save And Proceed To Digital Signature.



On the Digital Signature screen, the default stamp 
should be SIGNED. Click Submit Completed Document.



Click Accept to proceed.



Click Save and Continue to proceed.



You will be taken to the voucher home page.  The voucher 
that was created is now in a signed status awaiting the next 
person in the routing i.e. reviewer, approver, etc.
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